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RECORDS SERVICES DIVISION

Actipg Managemwent Officer, MIS 18 March 1954
Office of the Comptroller
Chief, Records Manasgewent Branch

Weelkly Report - Week ending 17 March 195k

_ SUMMARY OF PROJECTS
Weekly Report - Week ending 10 March 195hk Projects in Process 18

This Weelk: Frojects in Process 19
Added Quring week: 1
Completed during week: 0
Change b

PROJECTS ADDED DURING WEEK

Preparation of Final»ggpe Copy by Forms Mapagement Section

To have final-type forws copy preparation under the direct juris-
diction of Forms Management Section rather than under the Printine

tion Divisien. This project was discussed with
Assistant Chief feor Operations, Logistics Office who
gction to proceeding with it.
COMMENTS ON PROJECTS IN PROCESS

Project 4-76 - Records Managewent Survey, Medical Office

No change frou previous report.

Project 4-77 - Records Management Survey. Office of Scientific
intelligence

No change frow previous report.
Project 4-.78 - Records Mansgement Survey, Office of General Ccunsel'

Propesed file plan prepared and awaiting discuseion with representative
designated by the General Counsel's office to approve program. In
the interiwm, e plen for dispoeition of records is being developed.

Project %-79 - Records Managewent Survey - FBID

Installation of the filing system in FRBID is continuing. Analysts
are working this week on the files of _the Chief of Operations.
Because of the pressure of other work, 1t has been difficult to get
together personnel responsidle for the Piles for training. On
Ssaturdey, 13 March, the analysts held a training sessicn for these
individuals.
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Project L4-80 - Agency-wide Microphotography Survey

¥o chanze from previous report.

Project %-81 - Security Desk Trays

A wemorendum from the Security Off'iee, documenting their stand

on the use of trays with locks, bee not yet been received. Die-
cussions were held with repregentatives of the Ssfemaster Compeny
regarding the design of s no-lock latching device.

Project L4-82 - Hendbook for the Subject Clamsification and Filing
orreaponuence Hecorids o 25X1

A meeting was held with representatives of the DD'P area in which
it wvas tentatively agreed that theilr concurrence on the issuance
of the manusl would be given provided a statewent was included to
the affect that speclal files may be established as neceded to
mest operating requivemente.

Project 4-83 - Vital Materials Deposit Schedules for All Offices

Progress i1s continuing in the development of Office Deposit
Bchedules for the entire Agency.

Project -8k - Vitel Materials Microfilw Projects

Miecrofilming of vital waterials in OSI and OCD BR is continuing .
Arrangewents have been mede to microfilem ten rare dictionaries
necessary to operations in Foreign Documents Division. Extra
copies of these Alctionaries for deposit are not evellsble.

Project k-85 - FI Inforwation Reports

Technical details of s?eéificaticns Aiscusged wlth manufsciurer's
representative. Additional teste of combined record copy wsde.

Project 4-86 - Forws Index

Punching of cards fTor preparation of Index to be completed within
& week.

Project b0l - %§¥1ew of Records Management Prograw - Logistics
ice

Records inventories in the office of the Chief, Coordination and
Requirements Staff, and the various administrative groups, are
being studied and listed on a records control schedule.

Project 4-92 - Acquisition of Certain Records from the Securities
iﬁg'fxchange__cmiss Ton

A lstter to the Archivist of the United Ststes for the transfer of
certain records frow SEC has been dispatched and a representative
of SEC has agreed to the transfer.
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Project L-oh - Office of the Comptroller Reportz Mansgement Program

No change from previous report.
Project h.95 . Forps Manasgewent Handbook

Preliminary work begsn on 15 March. Initlal draf+t of the "Fore-
word" and Chapters 1 end 2 have been coupleted.

Project 4-96 - Vital Materials Mandbook

No change from previous report.

Project 4.97 . Records Disposition Handbook

No change from previous report.
Project 4-98 - Corresponience Handbook

A=z BOOn 88 couments sre received from the Regulations Control Staff,
ve will begin to reesolve differences and prepare the Tinal copy.

Generul Information:
1. Imspection of Vital Materials Repository

An inspeciion of the Vital Materimls Repository on 11 Merch
indicates that wateriels are being filed currently with the exception
of weps which canuot be properly indexed and stored until additional
wap cabinets have been received. We have contacted the Supply
Division, Logistics Office, to assist in the procurement of these
cabinets. Delivery Is expected within the next week, Contact was
also wade with the Supply Division to obtain sdditional punched card
cabinets needed Tor expunsion of these Piles in the Repository.

2. Request to Install Agency Filing Systew in DD'I

Examination has been made of the files in | 25X1

in geeordasnce with his reguest, snd a tentative T11ing system has
beén developed and 1s nov awaiting his approval before instelletion.

3. Records Center

176 cubic feet of records have been scheduled for transfer from
the Office of Couptiroller (Fimance, Fiscal and Machine Records)
Freoa
The rate of accessioning of recordes has increased an average of
approximately 2 per month during the past year to an averasge of over
. 1 per vorking day this year. The total pumber of accesgions, as of
this 4date, amounts to 82,
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Discussion witth lcnief, Finance Division, indi-  25X1
cates cowplete satisfaction with the gecurity and service in the

Records Center. As a result of his vieit te the Center recently, he

has de Aded to withdraw hie request for & special vaulted area to

atore materiale for the Finance Divielon.

4. Formg Manazement

There 18 8t1ll considerable activity in this progrem. During
the past week, requisitions were received for 24 new, revised, re-
printed and overprinted forms amounting to e total of 58.800 copies.

5. Correspondence Manamgewen?t

As a result of contact made time spo with the Personnel
Office, suggestions were made totiff:;;;;::i::]Arua Recorde OPfi- 25X1
aey, Tor considerstion in connection streamiining correspon-

dence practices. Te was receptive to the suggestions end will

discuse them with officisls in the Personnel Office. This way

result in the development of a project.

Some tiwe ago, arvangements were made to procure s stock of
Letterex for Agency-wide use. A notice pertsining to its use was
prepared and submltted to the Regulstions Control Staff. The
notice was held pending receipt of the supply of Leiterex which
hag Just come in., ‘The notice now should go forward for issusnce.

25X1
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Report of the RECORDS CENTER for the week ending 16 March 1954

An effort is now being mde to set up a schedule of
visits by Area Records Officers. It is felt that the
visiting groups should be limited to six persons in
order to most efféctively demonstrate Center operations
and to deal with any individual questions and problems
that might arise.

A revised Records Retirement Request form (60-52) and
a new Records Shelf List form (60-52a) have been ap-
proved and the requests are now in Reproduction. It
is believed these forms will improve the quality of
documentation accompanying accessioned records.,

Dﬁring this period one hundred fifty-seven (157) cubic
feet of library materials were disposed of by transfer
to the Library,

A total of one hundred seventy-six (176) cubic feet V/
of records have been scheduled for transfer from Finance,
Fiscal and Machine Records.

25X1
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Report for Week Ending 17 March 1954 from
FORMS MANAGEMENT SECTTION

Proposal made 3 March 1954 to transfer the function of final-type
forms copy preparation frow the Printing and Reproduction Division,
Logistics Office, to this office has received informal copcurrence

25X1

/Project 4-85 (FI Information Reports)

difficulties
Technical details of specifications and production/encountered

by the manufacturer were discussed and resolved with the wanufacturer's

representative. Additional tests of the cowbined record copy - master

set continued with favorable results.

Layouts for three proposed posters supplewenting | | 25x1
g developed by G scugsions were held with

25X1

DA Torms. A

: : : e
wemorandum proposing subsequent meetings with Arm rgonnel to work
out acceptable supply procedures was sent tq bn 15 March. 25X1

No action was taken this week on the 00 Information Report
Project. . :

Project 4-86 (Forms Index)

Carding operations were couwpleted by this office today. Machine
Records Division's phase 6f the project was started?’ The punching
operation is scheduled for completion next week, loyee Suggestion
#759 that a forms catalog contailning actual or fameimilge coples
of all forws used by the Agency be published and distributed to
Division or Branch level was studled and disapproved.

i

Project 4-95 (Formes Management Handbook)

Format and development of the Forms Management Handbook were dis-
25X1 cussed with Writing began 15 March. To date, an initial
draft of the Foreword and Chapters 1 and 2 have been completed.

25X1

{

A} The duplicate functional file of formes maintained by the Manage-
went Improvewent Staff was transferred to the Records Mansgemwent
Branch. This file is being transferred to the Vital Materials Reposi-
tory, rearranged in numerical order and will be maintained on a current
basis. A copy of the Forme Index, when produced, will be filed with

the forus.
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Individual actions of the past week are reflected as follows:

No. of Requisitions No. of coples

New 12 20,900

Revisions L 20,200

Reprints 6 11,700

Overprints 2 6,000

Totals p=)} ’v/ 58,800
25X1
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Report for week ending 17 March 1954 for RECORDS DISPOSITION SECTION

V/ééoject 4-77 (Records Management Survey - Office of Scientific
Intelligence§ )

As previously reported, this project has been delayed pending
special clearances for the assigned anelyst. It is anticipated
that this difficulty will be overcome by the end of this week.

Project 4-78 (Records Management Survey- Office of General Counsel)
8till weiting to discuss the proposed file plan with
25X1 In the interim, a disposition plan is being developed.
However, the acceptance of any disposition plan thet does not pro-

vide for the indefinite retention of records 1n office space appears
highly improbable.

_g;éject h-9l‘CRecords Mansgement Survey - Logistics Office)

‘/ Records inventories in the office of the Clhilef, Coordinstion
and Requirements Staff, and the various adwinistrative groups, are
being studied and listed on a records control schedule.

J//é;;;ect h-92 (Acquisition of Certain Records from the Securities and
Bxchange Commission)

¥o activity. .

.~ Project 4-97 (Reﬁgzds Disposition Handbook)

As reported orally on 8 previoué date, the Regulations Control
Staff has advised that the Records Disposition Handbook be withheld
pending the publication of wore adequate regulstory material.

25X1

Approved For ReleaswﬂnBNTTﬁP70-0021 1R000300270008-0



SRS ]

ApprovedFor Release 2@6511 1124 + CTA-RDP7F0-08€11R000300270008-0

Report for week ending 16 March 195} from
REPORTS AND CORRESPONDENCE MANAGEMENT SECTION

1. Program Promotion

Samples of pattern and form correspondence originated by the
Office of Personnel were analyzed and streamlined according
to mo rds, Examples of improvements were presented

25X Office of Personnel ARO, with a proposal
that we assist hig Office in revising all form and pattern
correspondence now used, He was Very receptive to the idea
and will discuss it with officlals concerned, Should they
concur in this proposal we will submit & Form 30-27 request-
ing approval to undertske thig project,

A Con'e%ondence Handbook% PN 98 . 25X1
egulations Contro » regardiNg thelr receipt of work-
ing~level comments on the Handbook, Comments have not been
; received from the DD/I elements nor from the Office of the

/' Director,
\/, Office of the Comptroller Reports Management Program, PN L-9l -
No action was ’@Ic'nen pending receilpt of comments on The proposed

program guide,

_~ ke Program Regulations - Completed and submitted td | 25X1
ts of the over-all regulation on records management and
the specific ones on reports and correspondence management,

Se /Agen -wide Use of Letterex - Contacted the Supply Division
vV and gg’éernﬂ.ned that the stock of Letterex for Agency-wide use
" was received, Conveyed this information to RegulationsControl

Staff who will now forward to the DD/A for signature our
notice on the use of Letterex,

25X1

3 T@Apondence
E Management Sec zon
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Report for Week Ending 17 March 1954 from
RECORDS SYSTEMS SECTION

Project L-80 Microphotography Survey, Agency-wide
No Activity

~/E‘il“'oj;}_e_{:‘t, L =8l Security Desk Trays

A memorandum from the Security Office documenting their
stand on the use of trays with locks has not yet been
received, Discussions were held with representatives of

the Safemaster Company regarding the design of a no lock:
latching device,

/éroject =82 Filing System -~ Handbook For Standard Agency System
\V4

A meeting was held with representatives of the DD/P in which
it was tentatively agreed that their concurrence on the
issuance of the manual would be given provided a statement
was included to the effect that special files may be establishe
ed as needed to meet operating requirements,

%

Project =83 Vital Materials Deposit Schedules For All Offices

Progress is continuing in the development of Office Deposit
Schedules,

' Project L8l Microfilming

Microfilming of vital materials in 0SI and OCD/BR is
continuing,

Arrangements have been made to microfilm 'éor the vital materials
program,) ten rare dictionaries, necessary to operations in

FPoreign Documents Division, Extra copies of these dictionaries
for deposit are not available,

4 Project Le96 Vital Materials Hamdbook
No activity,

A review was made of the files of | 25X1
Assistant to DD/I (Administration), Fi

ling plans have been prepar
for installation following further discussions with | 25X1
N '

Received from Management Improvement Staff a complete file of
Agency forms for deposit as vital materials. This file will be

maintained in a straight numerical sequence at the repository., The
forms are presently filed in a functional arrangement but will be
resorted in numerical sequence repository personnel,
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A check was made with Supply Division, Logistics Office, to
trace requisitions for additional map case sections and IBM
cabinets for use in the Repository. Delivery of the maps cases
will be made within the next week, The IBM cabinets are on back
order, but delivery in the agency is expected within the next
15 days.

25X1

Project Li=79

Installation of the filing system in FBID is continuing, Analysts
are working this week on the” files of the Chief of Operations,
Because of the pressure otﬁto‘i‘i’c it has been difficult to get
together personnel responsible for the files for training, On
Saturday, 13th March the analysis held a training session for these
individuals,
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